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	Personal information
	

	First name(s) / Surname(s) 
	Nicole Eustace 

	Address(es)
	Urb. Stº António do Alto, Rua José Mateus Horta, Nº.17, 8000 – 536 Faro, Portugal

	Telephone
	+351 289 873425; Mobile: +351 96 7102450

	Email
	nicole.eustace@gmail.com

	
	

	Nationality
	British

	Occupational field
	Freelance Translator

	
	

	Work experience
	20 years experience in translation

	
	

	Dates
	Since 2005 

	Occupation or position held
	Freelance Translator and Assistant to British Honorary Consulate and Law Office

	Main activities and responsibilities
	Translation and revision of documents from various fields: Legal (confidential contracts, wills, public tender documents, laws); Financial, Business and Accounting (annual reports, presentations, etc); Human Resources (assessments, CVs, manuals, job descriptions, etc); Consulate-related documents (Birth Certificates, Marriage Certificates); EU documents (draft laws, notifications, etc from TRIS – European Commission). 

	Name and address of employer
	Self-employed

	Type of business or sector
	Translation/Legal

	
	

	Dates
	1998-2005 

	Occupation or position held
	P.A. to Chairman

	Main activities and responsibilities
	Responsible for the Human Resources Department for the 3 hotels of the group (including drawing up contracts, processing salaries, organising and issuing uniforms, organising staff training, etc). Administrative support provided to the Chairman of the hotel group. Translation of all documentation into English including confidential contracts.

	Name and address of employer
	Hotel Quinta do Lago/Hotel Ria Park, Vale do Garrão, Lda, Algarve, Portugal

	Type of business or sector
	Hotel/Tourism

	
	

	Dates
	1996-1998

	Occupation or position held
	P.A. to Chairman

	Main activities and responsibilities
	Administrative support to the Chairman and Board Office. Translation of all documents into English/interpreting.

	Name and address of employer
	Vale do Lobo, Lda., Algarve, Portugal

	Type of business or sector
	Luxury Resort/Tourism

	Dates
	1996-1998

	
	

	Occupation or position held
	P.A. to Consumer Healthcare Director

	Main activities and responsibilities
	Administrative support to the Director and Marketing and Sales Department. Translation of all documents into English from the Human Resources and Marketing Departments.

	Name and address of employer
	Warner Lambert Comércio & Indústria, Lda., Lisbon, Portugal

	Type of business or sector
	Pharmaceutical, Consumer Healthcare and Confectionery


	
	

	Education and training
	

	
	

	Dates
	2014

	Title of qualification awarded
	Legal Secretary Diploma (due to finish by June 2014)

	Principal subjects/occupational skills covered
	Law: General Procedures, the English Legal System, the Law of Contract, the Law of Tort, Civil Litigation, Land Law, Conveyancing, Wills, Probate and Administration, Legal Word Processing, the Production of Legal Documents and Letters, the Completion of Legal Forms

	Name and type of organisation providing education and training
	Institute of Legal Secretaries and PAs, London UK

	
	

	Dates
	2003

	Title of qualification awarded
	Diploma in Translation (Portuguese into English): Distinction for Business Translation

	Principal subjects/occupational skills covered
	Law, Business, Science and General Translation

	Name and type of organisation providing education and training
	Institute of Linguists, London, UK

	
	

	Dates
	2002

	Title of qualification awarded
	TEFL Diploma

	Principal subjects/occupational skills covered
	Teaching English as a Foreign Language

	Name and type of organisation providing education and training
	The English Language Centre, London, UK

	
	

	Dates
	1991-1992

	Title of qualification awarded
	European Business Administration Postgraduate Diploma

	Principal subjects/occupational skills covered
	French and Spanish secretarial skills, European Institution Studies

	Name and type of organisation providing education and training
	Manchester College of Arts & Technology, Manchester, UK

	
	

	Dates
	1988-1991

	Title of qualification awarded
	Bachelor of Arts (Honours) in Portuguese and Brazilian Studies

	Principal subjects/occupational skills covered
	Translation, Portuguese, African and Brazilian Literature, History and Culture, Philology

	Name and type of organisation providing education and training
	King’s College London – University of London , UK

	
	

	Personal skills and competences
	

	Mother tongue(s)
	English

	
	

	Other language(s)
	Portuguese, Spanish, French

	
	

	Social skills and competences
	Independent, due to the nature of the profession, although I am also able to work within a team. Extensive experience in multi-tasking. Good communication skills.

	
	

	Organisational skills and competences
	Working to the highest standards to provide accurate, professional translations, always meeting deadlines and maintaining strict confidentiality.

	
	

	Technical skills and competences
	Extensive experience in researching and analysing information.

	
	

	Computer skills and competences
	Good command of Microsoft Office (Word, Excel, PowerPoint, Outlook), the Internet, SDL Trados Studio 2011, electronic dictionaries.

	
	

	
	

	Other skills and competences
	Experience in teaching English as a foreign language to young learners (pre-school).
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